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DJPARTMENT OF HUM CES r OFFICE OF ADfh4INISTRAT'iV 
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APPLICATION FOR RECORDS RETENTION SCHEDULE 

.. 
_ .  

For instructions on completini this form contact DHR Records Management Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (404) 656-4976 GI=: 2214983 ; 

- -  M s .  Dianne Cross Chief, Personal Advocacy Unit 6 5 6-43 5 5 - 
--+------ 

I. ActionRequasted 
a. B Establish Rotmtion Schsduk; record will continua to acmmulete. 
b. 0 Dimpore of promnt accumulation; no further accumulation mticipeted. 
c OAmend Application No. C k k O n e :  0 Change; 0 Supercede; 0 void 

-__I __cIc- 

6. Records Series Tile (followed by title ursd In offke; i fdiffhnt)  

Health Personal Advocacy Inqu i r i e s /  Reports of Incident  F i l e s  
-----TIlll-- ___c-__E**_____l h%Zii the function of the Division atxi ~ I W  office in which this mcwd =;& I8 created7 

The Mental Health Services Section i s  responsible 'gor l i a i s o n  between regional  and area 
Mental Health/ Mental Retardation programs and t h e  Region I V  Office of DHEW f o r  planning, 
developing, and monitoring of construction,  s t a f f i n g  operat ions,  conversion and other  g ran t '  
covered by t h e  provisions of Public Law 94-63, and 314(d) Public Health Service Federal  
demonstration funds. This Section comprises u n i t s  f o r  Forensic, Child and Adolescent, Adul 
Mental Health, Juvenile Jus t i ce ,  Geriatric, Quality Control h Standards, and Personal Ad- 
vocacy Services. 

The Personal Advocacy Unit is  responsible  f o r  insuring t h a t  mental hea l th  programs are re- 
sponsive t o  human needs and t h a t  the  d i g n i t y  and personal i n t e g r i t y  of t h e  individual  is  
maintained . 

" _  

_-_ ~~ -)_---__1 -_.--- - -- 
1. ReocKdr Series D e d p t b n  , . 

Documents relating to: ies 
documents (include form numbers and dtler, Many): AttBch sampler of the f l k  

their representatives, or other individuals) concerning rights, referrals, requests for 
estigating reports of incident, injury, or leave without permission at these institutions. treatment., or pther matters, at Slate instituti 

Included are: form 
of inquirer ;  
problem; whether o r  not  se r ious  incident;  advice/ so lut ion/  r e fe r red  to ;  services 
rendered, l i s t e d ;  
Permission Report) shows p a t i e n t  i d e n t i f i c a t i o n ;  
d a t e  of incident;  ward/unit; time of inc ident ;  name(s) of p a t i e n t ( s )  involved; ' .  

desc r ip t ion  of w h a t  happened; r e p o r t  of head nurse -- whether 

(Personal Advocacy Unit Summary Report) shows data  taken from p a t i e n t  inquiry  sheets  and 
summarizes inquiry  categories,  by consort ia .  

(Referral  Source/ Inquirer /  C l i en t )  which shows name and phone number 
hosp i t a l /  mental hea l th  center  name and address c l i e n t  name, age, county; 

and category, l i s t e d .  form MH 115 (Incident ,  In jury ,  Lef t  Without 
r epor t  of employee -- d a t e  of repor t ;  

s igna tu re  of head nurse; 
treatment was given; by whom; comments; s igna tu re  of head nurse. form I .  

--------- I 1__-----_- -I-_ - - 
3. Monthly Reference Rate 

One to six m t h r  old 

I -ty-fivrmonthrmdolder ----- lapprox. 150 new cases  per month - kept by inves t iga to r  while 
3. Aonuel Ram of A ~ ~ ~ f ~ ~ ~ l a t l o n  or Rq&s 

How eften am records referred to wtrich am: - : Sewntotvmlwmatksold ; Thirmen to twenty4wr months old - - 
- -- -- - -I_- - I-- 

(case 1s a c t i v e  t , - 3  . < . I  ~- 
; ~ 1 3 i n d r i m 3 r s  ; shelw8 ; Other ISWcifrvl L.tttlr-size drowers 3 



*..- 

d. Auditpsriod years. 

0. Adminimiw nwd yeara. 7 
t. F y J ~ o l  retention inmuctionr Y W r .  

copy or r x q t  of h a  01 ngulotions. Expkin administrative need. 

- t o  f u l f i l l  requirements f o r  the  p o s s i b i l i t y  of l e g a l  
- a c t i o n  

___-II^-&-___lq____c 

12 Approvsd Dicpoihbn Instructions This baoncy nconmonds that the fiie norier be cut otf at tho end of each: 
’ OCoiencbr Year; 0 Fiscal Yeor; -other then, 

0 HoM in the current filer UBI -___ Ilunthb) 
0 Tronsfer to loul holding om; hold 
0 Tnnsfor to Stm Rmrdr  Center; hoM 
0 Dntroy  
0 Trulsfor to Sum Archiutr for pennment ntontkn. 
QOthor fss6crrvl 

w r W ;  then 
yoar(r); then 

war(r); then 

Upon determination t h a t  inves t iga t ion  is complete; or  that case is  closed, p lace  a l l  
papers f o r  a p a r t i c u l a r  inquiry  i n  the  i n a c t i v e  f i l e ;  c u t  off the  inactive f i l e  a t  

’ end of each calendar year; 
Records Center; hold 5 years;  then destroy.  

hold i n  current  f i l e s  area 2 years;  ‘ t r a n s f e r  t o  S t a t e  

Th& lhstructionr rpply + all prior ond futun mumulatiens of the series. 

-- 

ileoammsndationt in PMOnph 
I2 yb rpproud. 
rntnWipWGYdd..tC.d)I.tbY 
of 0rwrwrrtron.l 
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Prm&sS (7-73) 


